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Item
No. Description Retention

1.

3.

4.

5.

Minutes of the Board

The record of Board meetings covering the official

acts of the Board with respect to policy, adminis-

trative operations and procedures. Minutes are

arranged chronologically by meeting date.

Applications for St-ate Licensure

A. Files for active licensees containing Board

applications, college transcripts, reference

request forms, and correspondence.

B. Files for non—renewed licensees, inactive

sanitarians—in—training, deceased former license

holders, contining applications, transcripts,

etc.

C. Files for denied, ineligible applicants that
contain all or some of the items named in A.

Log Books

3 different books containing:

a. Fees received

b. Names and certificate numbers of sanitar-^

ians—in—training . :.:,

c. Names and license numbers of licensed

environmental sanitarians. ,\G

Computer Printouts
Rosters of sanitarians and sanitarians—in-
training containing names, license or certification
numbers, current addreses, status, and continuing
education units. Printed on an as—needed basis.

General Correspondence Files

Incoming and outgoing letters, memos, etc. arranged

chronologically.

/?

Retain permanently.

Transfer periodically to

the State Archives.

A. Retain permanently.

Transfer periodically to

the State Archives.

B. Retain permanently.

Transfer periodically to

the State Archives.

C. Retain 2 years; there-

after destroy.

Retain:

a. 3 years

entry, then

b. 2 years

entry, then

c. 2 years

after last

destroy,

after last

destroy,

after last

entry, then destroy*

Retain until replaced by

an updated, current roster

Destroy earlier roster.

Retain for 2 years,

destroy.

then
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Mo. Description Retention

6.

7.

Disciplinary Files
Transcripts of court hearings, files containing
information and correspondence on licensed indivi-
duals under investigation.

Deposit Slips and Receipts
Record of fees deposited by the Board through
MDE's Fiscal Services Unit into the General Fund.

Retain permanently. Trans-
fer periodically to State
Archives.

Retain until after records
have been audited by the
Legislative Auditors;
thereafter destroy.
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